SCHOHARIE COUNTY CLASSIFICATION SPECIFICATION

Class Title: REAL PROPERTY TAX SERVICE AIDE
Jurisdictional Class.  Competitive

Date Adopted: 1/5/81

Date Revised:

Jurisdictions: County

Union Status: CSEA

Pay Grade: 8

DI STI NGUI SHI NG FEATURES OF THE CLASS:. This position involves responsibil -
ity for performng a variety of clerical subprofessional tasks assisting
in the adm nistration of the county property val uation program The i n-
cunbent has the responsibility to assist town assessors in the preparation
of assessment rolls including the review of changes nade by the assessors,
and preparing changes to conputer file. Additionally, the incunbent noni-
tors data entry for assessnent roll preparation and assists in bal ancing
assessnment figures, reports, and levied and rel evied taxes. The work is
performed under supervision of the Director of Real Property Tax Services
I and the Assessnent Manager. Does rel ated work as required.

TYPI CAL WORK ACTIMVITIES: (Illustrative Only)

Prepares changes to conmputer file regarding special franchise, state |and,
and railroad accounts;

Monitors data entry for assessment roll preparation;

Assi sts town assessors by denonstrating proper nethods and procedures for
mai nt ai ni ng and updati ng assessnent records;

Confers with general public, officials of governnent, and town assessors
on apprai sal and assessnent records;

Corrects errors on tax rolls;

Expl ai ns operation of data processing systemand its relation to assess-
ment records;

Assenbl es field books, school rolls and tax rolls;

Bal ances a variety of assessnent rolls;

Prepares conparison reports of tax rolls and taxabl e |evies;

Attends and participates in various neetings.

FULL PERFORVANCE KNOW.EDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERI S-

TI CS: Good know edge of business arithnmetic and English; working know edge
of office term nol ogy, procedures and equi pnent; worki ng know edge of nod-
ern property assessnent nethods; ability to read and understand property
deeds, tax maps and other docunments of |egal nature relating to property
val uation and assessnent work; ability to explain basic concepts of the
data processing systemto town assessors; ability to collect and record
property valuation information froma variety of sources; ability to or-
gani ze nunerical data and prepare reports fromsane; ability to deal ef-
fectively with the public; ability to understand and carry out oral and
witten instructions; clerical aptitude; good judgnent and accurate re-
sour cef ul ness.

M NI MUM QUALI FI CATI ONS: Ei t her
(A) Gaduation fromhigh school and one year of general clerical experi-
ence; OR
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(B) Conpletion of 30 credit hours of post-secondary education in Busi-
ness Administration, Public Adm nistration, Secretarial Service, Ac-
counting, Managenent or related field.
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